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1. Agency Address 

Department of Education 
Local Systems Support Div is ion  
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I. Person to Contact Working Title Telephone Number 

FAction Requested 
- :. .~ . bi--: .A.~.KiW5 - ---dd9&Eit_or ~ ~~ MW4CiL ~~ - . 

c. ... 0 AmendA lication No. ~- Checkone: 0 Chanqe; 0 Sqercede; 0 Void 
~ 

a. a Estaoiisn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. I 

:. iarl iest Dates of S e r i z t w -  5. Records Series t i t l e  (followed by tide used in office; if different] 

Varies To Date 

i. Division and Office Function 

SEE ATTACHBENTS 
II I_..__ A 

What is the function of the Division and the Office in which this record series is created? 
_I 

The School Transpor ta t ion  Serv ices  Unit a s s i s t s  l o c a l  systems i n  t h e i r  
t r a n s p o r t a t i o n  program by providing c o n s u l t a t i v e  and admin i s t r a t ive  s e r v i c e s  
and t r a i n i n g  programs for dr ive r$  and mechanics. It a s s i s t s  i n  surveying new 
bus rou te s  and determines s t a t e - a i d  earnings f o r  s t a t e  f i n a n c i a l  support .  

- - - 
1. Record Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbers and rifles, if any): 
Attach samples of the file. 

Included are: 
SEE ATTACHMFNTS -- 

. . \  
, .  . .  - .  . .  

File is arranged: 
> . .  .. . -> . \  - .  , .- 

-. -~ #. Monthly Reference Rate How often are records referred to which are: 

One to six months old --; Seven to twelve months old -; Thirteen to twenty-four months old --..-; 

.- 
twenty:five months and older ? 

Lener-gze drawers ; Legal-size dra& ' A; Shelves ; Other isptkify) I_ 

__ ~ .._._I .- __-. #. Annual ~Rate'of Aw-on of Remrdg, 



. .  
.--.?-_--x-~.______~ 

~ - <  

a. Is this the official copy of the series? 
If not. where is it? 

b, Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
*! 

\ 
l-~l-l_ - 

I_- 

x c Isthisa vital record? _ ~ L  -. --. 
I 1 d. Does this series have historical.or long term research value? ~ . 

e. When one or two documents in the file make it necessary to  keep the entire file for a long period, could these 
eduled sew ratelv? - 

_. 

-en. 
-- 

7. ' 
a r l r m i c s a f i l m & ? ~ _ _ _ _ _ _ ~  

11. Retention Requirements The following requires the series to be kept: 
~. 

a. State Law 0 years. d. Audit period O y e a r s .  
b. Statute of limitation 2- years. e. Administrative need Par i&-.years.  
c. Federal law O y e a r s .  f. Federal retention instructions --years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

___-I_u -. 
12 Aoomved Disposition Instructions This agency iecommends eat the fi le series be kut otf af'thb end of eakh: 

_ - .  . .: ~-;.> - - ~ , .  . . . .  - -  . .  
c: . -  . , _  ' .  

. -then, , , . .~ [I $alendgr Year; 0 Fi& year; O.-Other , -  ~. 
. .  - , 

~ ~~ 

F r ,  .. ~~ 

-. ~~~ , 

0 Hold in the current files area -.--month(s) I- year(s); then 
0 Transfer to  local holding area, hold 
0 Transfer to  State Records Center; hold 
0 Destroy. 
0 Transfer to  State Archives for permanent retention. 
0 Other (Specifvl 

year(s); then 
yeads); then 

SEE ATTACHED 

. . .  
. .  

These instructions apply to a l l  prior and future accumulations of the series. 

,f explanation.) 

I- ~ -.-- . , 
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Attachment 

Description Retention 

School Transportation Survey Fi les  
Documents r e l a t ing  t o  surveying of loca l  
school systems pupil  t ransportat ion pro- 
grams, both f i s c a l l y  and operationally.  
Included are: 1. School Transportation S ta t e  Archives fo r  permanent 
Survey Reports. 2. School Transportation retention. 
Adjustment Survey. 3. Related Correspon- 
dence. 
F i les  a re  arranged alphabet ical ly  by school 
s ys t em. 

School Bus Purchase Report F i l e s  
Documents r e l a t ing  t o  the  purchasing of Cut of f  a t  end of each f i s c a l  
school buseswlocal school systems. year; hold i n  current f i l e s  
Included are:  1. Tab Sheet fo r  Chasis and area for  5 years; t ransfer  t o  

., Body Bids. 2. Related Correspondence. S t a t e  Records Centep; hafd 10 
Fi l e s  a r e  arranged alphabetically by school 
system. 

School Bus Accident Report F i les  
Documents r e l a t ing  t o  maintaining s t a t i s t i c a l  Cut off a t  end of each fis- 
information and h i s t o r i c a l  information on 
school bus/motor vehicle  accidents. area fo r  5 years; t r ans fe r  t o  
Included are: 1. DE Form 0037(School Bus Sta t e  Re&hls-C6nge~:G%iAjT 30 

2. School Bus Accident Report Summaries. 
F i l e s  a r e  arranged chronologically by year, 
and thereunder by school system. 

77-U 33 Cut off a t  end of each f i s c a l  
year; hold i n  current f i l e s  
area fo r  5 years; t ransfer  t o  

77-y2g 

ve=s;-&hn destroy. 

77-q27 
c a l  year; hold i n  current f i l e s  

Accident Report) o r  s imi la r  report .  y e % W $ ~ e n  destroy. 

7 7 -  q29 School Transportation Allotments and 
Mid-Term Adjustment F i les  
Documents r e l a t ing  t o  financing by S ta t e  Cut of f  a t  end of each f i s c a l  
monies of loca l  school systems pupil  year; hold i n  current f i l e s  
t ransportat ion programs. area fo r  5 years; t r ans fe r  t o  
Included are: 1. Transportation Allocation S ta t e  bLeebrd&sCLotey;i-hold 10 
Forms. 2. Mid-Term Adjustment Forms. Pibz$ti&hen destroy. 
3. Related Correspondence. 
F i l e s  are arranged chronologically by 
f i s c a l  year, thereunder by school system. 

77- Highway Saftey Project F i l e s  
Documents r e l a t ing  t o  operating and Cut off at  end of each f i s c a l  
maintaining Federal Highway Saftey Projects.  year; hold i n  current f i l e s  
Included are: 1. Statement of Ifighway area fo r  2 years; t r ans fe r  t o  
Saftey Program Costs. 2. Personnel S t a t e  Records Center; hold 
Services Statements. 3. Personnel f o r  6 years; then, destroy. 
Expense Statements. 4. I t i ne ra r i e s .  
F i l e s  are arranged chronologically by 
f i s c a l  year, thereunder by project number. 

q26 



77- q30 School Transportation Conferences and 
Meeting F i l e s  
Documents r e l a t ing  t o  par t ic ipa t ion  of 
the  School Transportation Unit i n  con- . year; hold i n  current f i l e s  
ferences and meetings involving matters area f o r  2 years; then,destroy. 
of i n t e r e s t  t o  School Transportation 
Services. 
Included are: 1. Conference Materials. 
2. Sylabus. 3. Roster. 4 .  Correspon- 
dence. 
F i l e s  a r e  arranged alphabet ical ly  by 
conference name and thereunder by year. 

Cut of f  a t  end of each f i s c a l  

School Transportation Services Subject '17-Y32 Fi l e s  
Documents r e l a t ing  t o  a l l  areas of in -  Cut off at end of each f i s c a l  
t e r e s t  of t he  School Transportation year; hold i n  current f i l e s  
Services Unit. area f o r  2 years; then, destroy. 
Included are: correspondence and memo- 

-' randums between the  uni t  and other  un i t s  
of the  department, other  departments, 
other  s t a t e s ,  the  Federal Government, 
p r iva te  individuals o r  pr iva te  companies; 
brochures and pamphlets from school bus 
companies; reports  on new trends andfor 
developments i n  school t ransportat ion 
mater ia ls ,  equipment and practices.  
F i l e s  are arranged alphabetically by 
subject.  

School Transportation Training Program 77-434 Fi l e s  
Documents r e l a t ing  t o  t ra in ing  programs 
f o r  t he  purpose of giving t o  school bus 
dr ivers  and mechanics the  s k i l l s  needed 
t o  perform t h e i r  jobs. 
Included are: 1. Roster of Training; 
2. Saftey Program Report; 3. Sylabus 
of Training Program; 4. Attendance 
Registers; and 5. Related Correspon- 
dence. 
F i l e  is  arranged by type of t ra in ing  program, 
thereunder by year. 

School Transportation County Correspondence 

Documents r e l a t ing  t o  doeruaenting the  
relat ionship between t h e  School Transport- 
a t ion  Services Unit and the  loca l  school 
systems. 
Included are copies of incoming and out- 
going correspondence between the  uni t  and 
the  loca l  school systems. 
F i l e  i s  arranged alphabet ical ly  by school 
system. 

Cut off a t  t he  end of each f i s c a l  
year;. hold i n  the  current f i l e s  area 
f o r  2 years; then, destroy. 

779 \.13 I Files 

Cut of f  at the  end of each f i s c a l  
year; hold i n  t h e  current f i l e s  
area fo r  2 years; then, destroy. 


